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Disclaimers

This document presents a logead at the MyTravel Quick Start Guide Agproversas we expect it to

F LIS N 6 KSYy ae@¢NFgSftQa ySé a¢NI @St 1 ff26lyo0Sae 6¢.
function of this document is to allow you to become féariwith the major system functionality

changes well in advance of the actual release.

Please bear in mind several very important facts as they pertain to the new TA module:

1. It substantially simplifies and improves the expense report creation prdoesise Traveler
Although changes could happen anywhere, for now you should focus yantith on Section
VIII.1, which shows new screens added as a direct result of that simplification process

2. lts projected launch date is in early July, but thatéfirdtely an estimate, not a promise. The
new TA module will be launched after it is passes all internal testing processes.

3. ltis awork in progress. You can absolutely expect this document to change as the module is
tweaked during the testing process.

With those disclaimers fully explained and in effect, we hereby offer you thisdbeld Quick Start
Guide forApprovers

Defense Travel Management Office 4
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. Introduction

This guide providekey information for Approversho use MyTravel to support official travel. If you
are using an odime version of this guide, selecting the links in it takes you directly to othefuielp

NE&2dz2NOSas (GK2dz3K AF ySSRSBpend&R dzQf f FAYR GKS | LI
Specifically, thiguide informs Approvers about:

1 General policy and liability
1 Eligibilityand qualifications
1 Available training
1 How to useMyTravelto review and certify travel documents
As an Approver, you function as a Cgitif) Officer when you approwdyTravel documersfor

payment. This role obligates you to protect taxpayer funds froisuse. If you fail to exercise due
diligence in this area, you may be liabberepaythe amountof any improperly approved payment

This guide discusses how to:

1 Adopt a workflow to help you identify errors and intentional misrepresentations

1 Approve paymat disbursements for only accurate, authorized, and allowable expenses to
reimburse theTraveler

1 Protect yourself from financial consequences resulting from payments madgpmanse
reportscontaining errors or misrepresentations

You should always focus preventing fraud, waste, abuse, and mismanagement of taxpayer funds
as well as protecting yourself from liability when approwing requestsand expense reports

Note 1: There are two Approver roles in MyTrav@ine person may have one or both roles

4. Reauest Approver Reviews and approvésp requests, meaninghey approve travel
and travel arrangements. Although the official term for giving permission for actions to
200dzNJ Aa G2 al dziK2NRART S¢é GKS | OlGA2yS ad¢N» @St
reason, we always ref to approvalin this guide.

5. Expense Apmver: Reviews and appves MyTravel expense reports, meaning they
approvepayment of travel allowaces and expense reimbursements

Note 2: For best results, always use the Chrome browser to access MyTravel.

e Appendix Aof this guide provides checklists elp you as you check MyTravel trip requests and
expense reports for accuracy. Although you cannot change most of the information in those
documents, this guide does make note of the things ganchange. If you find any errors you
cannot change, you museturn the document to the Traveler for correction.

Defense Travel Management Office 5
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[I. Document Workflow Overview

Tablel showsthe main step®f the document workflow For most trips, draveler creates &ip
requestwith reservations, expensestimates, and supporting documents (when necessary) to
request approval for official TDY travAfter approval, if the requestontairs reservations,

MyTravel provides the key reservation informationtihe TMC for actionwhich books the
reservations Approximadely 3 working days before travel begins, the TMC issues electronic tickets
for any flights or train journeys.

Tablel: MyTravelTrip Process

Entity EarlyPre-Trip 3 DaysPre-Trip PostTrip
Traveler 1 Create ltinerary 1 Create expense report
1 Request Reservations f 1 Update estimates to
1 EstimateExpenses actual costs
1 Submittrip request 1 Submitexpense report
Approver Approve / Approve
T™MC Book reservations Tickets flighs ‘
#1 andtrains
Finance Obligate funds V/ Approve payment
System
u.S. v Disbursefunds
Treasury

After the trip, the Traveler completes andubmitsan expense reportgjpdatng all pretravel
expenseestimates to actuatosts, attactingrequired receipts, etc., before submittirigto the
Approverfor review and approvallThe Aproverthoroughlyreviews all aspects of thexpense
report for regulatorycompliance Two results are possible:

1. Ifit containsany errors (e.g., inaccurate costsmissing supporting documentation
such as requiredeceipt9 the Approver returns it to the flavelerfor correctionand
resubmission.

2. Ifallis legal, proper, and corre¢he Approver approves iso theTraveler can receive
the appropriatereimbursement for incurred expenses and paymehtravel and
transportation allowancesTheexpense reporprocesses through the appropriate
finanae system and thdravelershould receivgpaymentfrom the U. S. Treasuwyithin
2 to 3 business days.

Defense Travel Management Office 6
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Note: Approvers are personally accountable and responsible for verifiagall payments they
approve are agurate, allowable, and supported by required documentation. fingroper
Payments Elimination and Recovery Action of 2id&atifiessome of the ky concepts that
Approvers must monitor Throughout this Guide, the key icon identifies those concepts

Defense Travel Management Office
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lll. General Policy and Liability

To ensure your actions are within the parameters of the law, you should become familiar with the
regulations governing your legal responsibilities. When approving documents, you should consult

the following documentgo determine the validity of thelN> @St SNRA GNI yALR NI GA2Y
reimbursable expenses, and trip allowances

1 Thedint Travel RegulationdTR specifically identifies what you can approve, and it does so
with the full force of the law behind it. It is your respsibility to track the monthly regulation
changes.

1 TheDepartment of Defense Financial Management ReguldiimD FMRprovides guidance
for all financial management requirements, systems, and functions for all DoD financial
activities.

The policies sepfth in theJTR an@®oD FMRire the basis for thiguide, whichidentifies how those
policies affect you as arpfrover. It also recognizes the potential liabilities that you may biéaou
certify an erroneous payment.

A. Policy

Thelmproper PaymenElimination and Recovery Act of 20%€atesthat the termdmproper
payment

1. (A)Means any payment that should not have been made or that was made in an
incorrect amount (including overpayments and underpayments) under statutory,
contractual, administratie, or other legally applicable requirements; and

2. (B)Includes any payment to an ineligible recipient, any payment for an ineligible good
or service, any duplicate payment, any payment for a good or service not received
(except for such payments where aottized by law), and any payment that does not
F O02dzy & FT2NJ ONBRAG F2NJ I LILX AOFotS RA&aO2dzy i a d:

In compliance with th&®oD FMRif any payment you approve (certify) is found to be erroneous, you
may be held personally responsible for reimbursing the Governrizgrihe amount of the
erroneous payment. This finamck NI & LJ2 y & ALOSAG dkyUAsl NiBa QMo A RA Gde @ ¢

After your appointment as an Approveyou become personally accountable and responsible for
approving only accurate, authorized, and allowable payrse¥ibu must adhere to policies and
procedures, use good judgment in obligmf unit funds, and ensure thedveler receives the
correct reimbursement per th JTR.

Defense Travel Management Office 8
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All TDY travel policies are important. However, the following two reports singlgpeaific policies
for particular attention:

Vel
©® 7

1.

The reports required by themproper Payments Elimination and Recovery Act (IPERA)
identified some key concepts to whichaVelers andApproversmust pay particular attention.
In thisGuide, the key icon lghlights these concepts.

DoDIG report 20827 highlightsitems of particular concern related to Government Travel
Charge Card (GTCC) misuse thairdvers must double check when claimed Tavelers. In
this guide, the checkmark icon highlighhese itens.

Audits

Travel documents are subject taternal (per local business rules) and external (e.g., Defense
Finance and Accounting Service [DFA&djtswhich help identify improper payments,
recognize trends, implement corrective measures to appropriaedpver funds, and improve
travel compliance.

TheNational Defense Authorization Act for Fiscal Year 28d@ired DoD to establish and
maintain an automated travel policy compliance program. The Defense Travel Management
Office (DTMO) manages the Dolvil Policy Compliance Program in coordination with
headquarterslevel officials from the Components MyTravel, internal system audits detect
many frequent Traveler mistakes and identify them for Traveler justification or correction
before submitting drip request to the ApproverAlthough theseaudits helpidentify document
errors, it does not replaceither Approver vigilance dhe formal DFABostpayment review

(PPR.

As an Aprover,the best way to preventhe mostcommonTravelemistakesfrom becoming
impropertravel paymentss awarenessThe DFAS PPR reviavpercentage of all DoD travel
payments and reportés findings tothe DoD.Their quarterly reports are available throughe
DTMO websit@ &ravel Compliancgage

To learn more about improper payments, see freventing Travel Pay Improper Payments and
Enforcing Recove(2016 memoor contact your Componerieadership

Liability
As anApprover, yal areperforming a Certifying Officer function whgouapprove aviyTravel

documentthat containsa payment.TheDoD FMR, Volume 5, Chapter 5, 050701 B. states,
G! YRSNI om | ®{ ®/ & 3 o0 pHYy I lialikeSodpagniestsirgsd@ting@imm A OS N&

AYLINRLISNI OSNIAFAOFGA2yadé ,2dz Oy FTAYR LINRBOSR

responsibilities of accountable officials in DoD FMR, Volume 5, Chapter 5 and Volume 9,
Chapters 5 and 8.

You should be aware that ydwave unlimited pecuniary liability for all payments made to
Travelers through thérip requests and expense repoftisat you approve.

Defense Travel Management Office 9
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1
1

If you approve an improper expense or allowance resulting in a payment, you may have to pay

Date TBD

all or part of the disputedrmount. Pecuniary liability is enforceable whether the erroneous

payment occurred accidentally or intentionally.

An Approvermust be diligent and practice standardized work processes when approving
documents to prevent erroneous payments. TGisde includs common errors found IDFAS
PPRandAppendixA: Document Checklists assistyouwith yourapproval duties. Tabl2
provides recommendations for protecting yourself from pecuniary liability.

Table2: Protecting Yourself from Pecuniary Liability

HOW TAPROTECT YOURSELF FROM PECUNIARY LIABILITY

Minimize opportunities for errors

Establish procedures and internal controls.
Document and distribute local business rules
for usingMyTravelproperly.

Monitor subordinates to make sure they follow
procedures.

Bealert to the possibility that an expense
reportis being processed a second time.

Assume altrip requests are valid and
complete.

Allow anyone else to use your
personal certificate or CAC. You may
be liable for an incorrect payment
approved byanother person using
your identity.

Approve a payment without proper
receipts.

1

Escalate questionable payment requests

Follow your local policy to request an advance

decision from the Comptroller General or DFA

when you have doubts about the legality of
payments.

Approve a paymerif you have
doubts.

1
1

Collect the evidence

Verify funds before approving payments.

Save fund availability certifications and other
documentation proving that procedural
safeguards regarding payments have been
observed.

Approvereimbursements unless
funds are available to cover the
payment.

Defense Travel Management Office
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3. Approver Responsibilities

An Approveracts as a stewardf Government funds, ensuring thatdvelers follow all DoD
travel policiesThe JTRNdDOD FMRddress fproverresponsibilities. As anpfdroverusing
MyTrave] some of your responsibilities are to:

@'n

1
1
©
e
e
s T
1
1

Verify the trip and the expenses are necessary to acchbrdpK & 2 dzNJ 2 NBI YA T F GA 2 Y
and are compliant with thd TR Y R @2 dzNJ / 2 YLR Y Sy (iQa odzaAySaida N

Verify theTraveler booked reservations through the TMC, unless the TMC was not available.

Verify theTraveler used an Individually Billed Account (IBA) for all valid travel expenses,
unless a GTCC exception applies.

Verify alltrip requests for other than economyd@ach class travel are approved in
accodance with the JTR.

If the Traveler selected a restricted fare, complete Restricted Fare Checklghen
necessary.

Approvevalid flightsand rail segmentbefore the approval deadline
Verify thedocument contains the corredine(s) of accounting.

Returntrip requests to the Traveldor correction when they contain inaccurate information
or unauthorizedrequests

Verify no duplication of expenses on the voucher.

Review required receipts and bér substantiating records in thexpense reportsThese can
be originals, copies, @missing receipR S O f I Nil-adravelsf st a receipt and cannot
obtain a replacement. Rpiired receipts include all lodging expenses and any expense of
$75 or more

Ensurethe expense reportequests split disbursement of the requested paymeetvieen
the GTCC vendor and th&lT @St SNRa LISNE2Yy It FAYEFYyOALFf | 002«

Ensureexpense reports entered by a Delegate or Proowytain aDD Form 1352 or OF
1164signed by thelraveler.

EnsurelN} St SNE R2y QG LINRPOS&a | RdzZJX AOFGS @2 dz0KS

When reviewing and approvirigyTraveldocuments be sure to avoid the common mistakes
identified through the DFAS PPRs which include:

1

|l
)l
)l
|l
il
T

Airfare¢ Paid with invalid or no recelp

Airfare¢ Not paid or paid incorrectly

Lodgingg Paid with invalid or no receipt

Lodgingg Not paid or paid incorrectly

Lodging Tax (CONUS)ot paid or paid Incorrectly
Rental Cag Paid with invalid or no receipt

Rental Cag, Unauthorized expense

Defense Travel Management Office 11
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Mealsc Incorrect rate paid

Delegate or Proxg No signedDD 13532 or OF 1164ttached or in an incorrect format
Incomplete voucheg data missing or incorrect

Local travet; Not payable or paid incorrectly

Duplicate expense within a voucher

=A =4 =4 =4 =4 =4

Duplicatevoucher

4. Responsibilities of Other Accountable Officials

Although MyTravel does not currently support additional routing stepsXoD FMRillows
Certifying Officers to rely other accountable offici@dhelp themdecide whether to approve a
trip, pay reqiested reimbursements and allowancesapprove requests for changes to
standard travel procedurge$o name just a fewSuch accountable officials can be held liable for
erroneous payments, although not at the same level as theréver.

When appointedaccountable officials have pecuniary liability resulting from erroneous
information, data, or services they provided, and upon which thpréverdirectly relies. For

this reason, it is important for accountable officials to perform their responsilsilitith
accuracyAdditionally, because MyTravel does not support additional steps in the workflow, all
such additional reviews must currently take place outside of the standard workflow, so if you
choose to use them, documentation is kegpecially when:

1 Expaining or justifyinga TDY trippurpose

9 Verifying reimbursable expenses are valid
1 Ensuring policy compliance
1

VerifyingTravelers abide by all procedures and controls, ensuring allowances and payments
are processed correctly

1 Complying with all applicabledD regulations, policies, and procedures and local standard
operating procedures

1 Supporting Aprovers with valid data and timelgervice to ensure proper payments, (i.e.,
payments that arexccurate, authorizedandallowable

Defense Travel Management Office 12
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IV.Becoming an Approver

Asan Approver, you will be workings aCertifying Officerso youmust meet andollow the policies
that governCertifying Officeknowledge, actions, and appointmerds directed by

1 Public Law 10406, National Defense Authorization Act for Fiscal Year 1@®&hprovides
the authority to certifyexpense reports

1 TheDoD FMR Volume, vhichaddresses theé\ccountability and Responsibilibf the
Accountable Official in Chapter 1, and outlines the qualifications and requires that an
appointee be trained and knoetligeable in the responsibilities of ar@fying Officer in
Chapter 5.

You must also meet the followingquirements

1 must be aFederal Government employee

1 must be a U.S. citizen if stationed in the contiguous United States (CONUS)oraign area
outside the contiguous United States (OCONUS), such as Hawaii or Guam

1 may be a local national if stationed in a foreign OCONUS location

Even if you meet the above appointment requirements, before you can certify any documents you
must
Complee CertifyingOfficer Legislation (COL) traini(sgee next chapter)

Receie appointment on a DD Form 577 (sBeD FMR, Volume 5, Chapter 5fiauch more
information)

HaveApprover permissions in MyTravel

Satisfy any additional local or Component policies

Become knowledgable about:
0 Appropriations, other funds, and accounting classifications
0 The expense report approval process

o The payment process (e.g., availability of funds and location of designated disbursing and
accounting offices)

o TheJTRwhich implemerdgthe policy and laws that govern official DoD travel. You must
be thoroughly familiar with the JTR. Before you approve any official travel document, you
must ensure thathe document meets all JTR requirements.

Additionally, &ortly after your appaitment, you shouldead Treasury publicatiob 2 6 ¢ KI . 2 dzQN
a Certifying Officét ¢ KA OK LIN&bI& deRkIefereace forNabriewly appointed certifying
2FTFTAOSNEEY YR A& YIFYRFGO2NE NBIFIRAY3I F2N ySg ! LILINE
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V. Training for Approvers

Every Aprovermust meet some required and recommended training requirements. Required
training includesoth initial and annual refresher training.

If you are the supervisor of arpprover, you are responsible for ensuring they complete their
required training. Supervisors should periodically review the performance ofgiheokerto verify
compliance withregulations and policies, including local standard operating procedures.

A. Required Training

Per theDoD FMRbefore certifying angocumentsg and annually thereafte¢ you must complete
approvedCOltraining and give your supervisor a copy of the coursametion certificate.

Yoursupervisor will identify the training thaatisfesthe requirement.It may turnout to bethe
5 ¢ a hT€aming for Accountable Officials and Certifying Officers (TA@@{@) comes in two
versions: an initial course and an annual refresher. You can doc#s§AOCO coursdrom the
Travel Explorer (TraX), which is houseBagsporft (1 KS 5¢ahlQad 6S6 L2 NI

To acces3raXlog ontoPassportandselectthe TraXoption. When the TraX Homgage (Figure 1)
loads slectTraining(Figure 1, indicator #1The Available Trainingpage (Figur@) opens

TraX

I TraX Home j=] Training Knowledge Search

bed  Access all of our online travel training. Customize your training Find answers to your travel questions by searching our database of
itinerary, track your completed training, and print certificates of thousands of FAQs, help topics, guides, and other resources.
completion.

Trip Calculator

Quick Tools

Trainin . .
® Trip Tools Travel Assistance
Knowledge Search Build a trip estimate and look up location reports that include Submit a help desk ticket directly to the Travel Assistance Center.

maps, travel advisories, U.S. Embassy contacts, weather and more. Plus, review your ticket history.
Travel Assistance

Passport Home

~Announcements
Logout

* TAC Outreach Call - Next Call 1/11 (Topic: Trip Cancellation Process)
* FallIssue of the Dispatch, the DTMO Newsletter

* DHS Announces Extension of REAL ID Full Enforcement Deadline

* Key Points About Securing a Non-Availability Confirmation Number

. rs Shi nternet Fi n ki r re R
* UPDATED 4/24/19 - Workarounds for Commeon DTS Issues Resulting from DTS Software Releases
* Irouble Logging.into DTS? Check Your Pop-Up Blocker

Figurel: TraX Home Page

Defense Travel Management Office 14
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TraX Training

Trax Home Available Training

s S [ sesrch | meset
Quick Tools i
el Showall  OR: Recommended Only Web Based Distance Leaming Classroom

Key:
m Recommended m Web Based Distance Leaming m Demonstration m(la;srcam m Hew Version E Completed Class

[ Export to Excel [& Export to PDF 8 Print Classes

Completed Show| 35 | entries

My Rales ions Class Name 2 4 Version Type
Info m AD{RO - The DTS Approval Process 5.01 mm
Knowledge Search ADYROD - Training for Accountable Officials and Certifying Officers (Annual COL Refresher) 5.03 mm
n m AQYRO - Training for Accountable Officials and Certifying Officers (Initial COL) , 5.01 mm
B EEEER -oro vial skills fer Autharizing Officials EXTO v e
Passport Home n m AQYRO -Vital Skills for Authorizing Officials: Applied .01 EE!

Travel Assistance

Figure2: Available Training (TAOCO Classes) Screen

Tosee the TAOCO training classgeeckShow All(Figure 2, indicator #1)Near the top of the list
arethe two AO/RCx Training for Accountable Officials and Certifying OfficexssegFigure 2,

indicator #2) To takeone, select_aunch(Figure 2, indicator #3When finished, sele€@ompleted
onthe Navigation Bai(Figure 2, indicator #4p see andorint your trainingcompletioncertificate.

B. Additional Training (Comprehensive AO Training Package)

Table 2 in thddTS Regulatior{®uthorized bypoDI 5154.31, Volumé,3ecommends several classes

for Approvers®® | 2 dzNJ / 2YLIRYySydQa GNIAyAy3d LRtAOE gAff dzf
take,but TraX offerghe following optionsA complete traning program for Approvershould

include at least one course from each category below.

The resources marked with an asterisk primarily focus on DTS, though the coinciiyets apply to
MyTravel as well.

COL Training These classes may satisfy tiiandatory training rquirements stated above:

1 *AO/RCQ Training for Accountable Officials and Certifying Officers (Initial COL)

1 *AO/RC Training for Accountable Officials and Certifying Officers (Annual COL Refresher)
Travel Policy; These classes providm overview of travel regulations. Available classes are:

1 Programs and PoliciesTDY Travel Policy 101

1 Programs and PoliciesJoint Travel Regulation Overview

MyTravelg Qurrently, no dedicatedMyTravel Approver trainingg available in TraXeven so, gu
may still get some benefit from working through the followtigsses:

MyTravelg Travel and Approver Introductidffior a general look at how MyTravel works)
*AO/RO- The DTS Approval Process

*AO/RO- Vital Skills for Authorizing Officials

*AO/RO- Vital Skills for Authorizing Officials Applied

= =4 -4 -
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VI.Assigning a Delegate While You Are Away

MyTravel only allows each Traveler to have a single Approver per document type. For this reason,
whenyouare unable to perform your duties for any reasahisvery importantto assign a Delegate
who can perform your duties while you are away

The individual you delegate to perform your duties must meet all role requirements to serve in your
place, including having the appropriatéyTravel role assignetiavingan appointment letter (DD
Form 577 on file, and meeting all mandatory trainirapnd otherrequirements.MyTravel does not
GSNATE Y2aid 2F GKAA AYTF2N¥IGA2YyS a2 &2dz2Qff KI @S

A. How to Assign a Delegate

If you will be out of the office for arsignificant time (e.qg., leave, TDY), and will not be able to
approve documents in a timely manner, you can appoint a Delegate to perform your tasks for you.
| SNEQa K2g

1. Begin onSAP Concur home screend selecProfile > Profile Settings> Expense Diegates
(Figure 3indicators #3#3). TheExpense Delegates for <Your Namsereen(Figure 4

Support Help~
SAP Concur Requests Travel Expenge ApprovEK App Center ®
Frofile -
-
Prafils Parsonal [nformation Systern Satlings Concur kobile Regisiration s & Johnson
Emfils Saliino: Sign Cul

Profile Options

Selact one of the tollwing 10 cUSEGMIZE Wour usar profile

Ation
3/ Acting as other user i)
Fersonal Information

our horme address and smergency conlacl informedion,

System Settings
Which time zone are you i Q

. clock? When doss your wi
Company Information c

Your company name and busingss addiess or your termoles Contact Information
caton addreas Hew can we contact Yol S yo

E-Receipt Activation
Enable g-receipls b autemalically receive alectronic 1
participating vendors

Credit Card Information 3)
“You can slore your credil card information here so you ¢
1o 1= enter it each time you purchase an item or sarvice

el Praferences
nternational [ravs ecaipts flom

Frequent-Traveler Programs

Request Sellings

Reguest Information
Request Delegatas

Travel Profile Options
Camer, Hotel Fenal Car and other fraveretaton preterendns

Request Preferences

Select e ophians that deling when you receve emall notmcations
Prompts are pages that appaar whan wou ssisct & cartain acton
such s Submil or Prinl

Parsonal Car
Personal Car

Expense Delegates
Delagates are employess whe &0e allowed 1 Derom woms o4
behalf of other smployess

Expense Prelerances

Salect the options that define whan you receive email nofifications
Pr pages thal appear when you selecl s carlain aclion,
51 kPt or Frint

Concur Mobile Registration
Set up access fo Concur on your maobie device

Figure 3 Profile Options Screen
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Fxpense Delegates

-'El—JhIH: Deleyals Fuor

Nmm

Dedegates are emplovees who are sliowed 1o perform work an behall of offer employees.

Search by emoloves name, emall address, employes id or login g

_<
JonZRNEE | e
w Johnsen, Eric ¥
Ex  WUITrainUser@invald com s to 3 dieflenaie, you ane assigring g

Employes | MUTraintiser

Logon [T MUITrain Userfidad mil Eﬁ:g:ilﬂ: Em::ﬁ

I
8
{Jnhnmh: Helen
MU Traindadminggdod mi Mo recards found

Employes [0 NUTTrainAdrmingtaod mi
Logon 1D, MU TrainAdmindod.mil

John. TravelManagen@idod. mil - John Mason
dodhra. me-akex dmde.mbx.d

Figured: Expense Delegates Screefpprover Selection

2. SelectAdd, thenenterthe5 St S3I 1SQa yIFYS | yR -do8fli§0iG G(KSY TN
(FHgure 4 indicators #3#3). Thechosen Delegate is added with selectable check boxes
(Fgure 9.

DS Delegates

te te For

Delegates are employees who are allowed to perform work on behalf of other employees.

You may assign a temporary approver for a maximum of 180 days.

Expense and Request share delegates. By assigning permissions to a delegate, you are assigning permissions E and Request
3 Can CanBook  Can Submit Can View Receives . Can Preview For  Receives

[J Name Prepare  Travel Requests Receipts Emails Can Approve Temporary ~ Approver Approval Emails

\D Johnson, Helen O 0O O O ] y

NUITrainAdmin@dod mil

0200612022 | 0

0211912022 |

Fgure5: Expense Delegat&crea - Giving Permissions
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3. Select the boxes that identify the permissions you want to give Palegate then select
Save(Hgure 5 indicators #1 and #20ptions are:

3.1. Can PrepargCan Book TraveCan Submit Repori€€an Submit Requestsnd
Receives Emailsre Traveler Delegate options, 02 dz R 2 y CsélecyfferS R (0 2

3.2. Can View Receiptiets your ApproverDelegate see any attached receipts.

3.3. Can Approvdets yourApproverDelegate approve documentsr 180 daystarting
today.You can manually remove it soorieyou need to: see below.

3.4. Can Approve Temporanets you pick the dateangeyour Delegatas allowedto

A N ¥ oA oA o~ ~

approvedocuments. IO y Qi S E O SftRan keynuch RHoredif needed
3.5. Can Preview for Approvek & y 20 | tf26SR o0& 5adectt.i (GKS Y2YS

3.6. Receives Approval Emailkets your Delegate get the same emailsasgett &2 (G KS@& Qf f
always know when their services are required.

B. How to Remove a Delegate

When you return to work, removany Delegates you assigned.o do this, followstep 1 above to
open theExpense Delegatescreen(Fgure 5. When it opens, select the check box to the left of
every Delegate you want to remove, then selBelete (Figureb, indicators #3 and #4A popup
asks you to confirm the deletioWhen you do, théDelegates disappear.
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VIl.Reviewing MyTravel Documents

MyTravel notifies you by email when you have a trip request or expense report that is ready for your
review. To get startedpfjinto MyTravetp ¢ KS a& ¢ NI @St | LILIN@GOPaMRN A K2 YS
For more information about that screen, see tllyTravel Supplement: Home Page Features

Note: If you are working as a Delegate for another Approvkeowg away from the office, see the
MyTravel Supplement: Proxies & Delegdtasguidance on processes specific to Delegate actions.
Also, the appearance of your MyTravel homeeservaries depending on your assigned roles. The
screen shots in this guide are for an Approver who is also a Traveler, but who is not a Travel
Manager. Depending on your assigned roles, your home screen may look different, but will contain
all the Approve tools discussed in this guide.

Support | Helpw

SAPConcur [G]  Reauests >

e e T el Profile -
Travel + U I 00

wal
Expenses Reporls

TRIP SEARCH ALERTS

Raad mars

w currenlly have no avalsbic You currentiy have no open reports

MY TRIPS (0)

Figure6:! LILINE 3SNDa ad&¢ NI @3St 1 2YS { ONBS
1. ¢KS | LILINR GSNRaE K2YS aONBSy LINPOARSAE ¥
your approval. In most cases, you can select whichever path you like#te

y
2dzNJ o | e :

1.1. SelectApprovals(Figure 6, indicator #1) on the black bar at the top of the screen
to open theApprovalsscreen (Figure 8).

1.2. SelectRequired ApprovalgFigure 6, indicator #2) on the white bar below that to
open theApprovalsscreen (Figure 8).

1.3. Selet Required ApprovalgFigure 6, indicator #3) at the top of tiMy Tasksarea
to open theApprovalsscreen (Figure 8).
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1.4. TheMy Tasksarea can have two different appearances:

1.4.1. If you have up to five documents that require review, it displays links to
each of those documents (Figure 6, indicator #4). Select a link to skip step 2
FyR 32 (2 ( EXpectedrE2poraescteyni(Fidre 11).

1.4.21f you have more than 5 documents for review, MyTravel groups them by
type (Figure 8) instead. Selgtuithorization Request®pen theRequests
screen (Figure 9) or thReports Pending your Approvatreen (Figure 10).

m Raquired Approvals —»

Authorization Reguests 10

Expense Reports 04

Figure 7: Approvals Screen

Note: All other items on the home screen relates to your own travel documents. See the
MyTravel Quick Start Guide for Travelersmore information about them.

2. There are thhee different screens you may land on. Each of them displays a list of
R20dzYSydaod hy Fye 2F (KSY>Z aSftBxpeitedd R2OdzYSy i
Expensescreen (Figure 11). Possible screens are:

2.1. TheApprovalsscreen defaults open on thexpense Reposttab (Figure 8,

indicator #1). It displays a list of expense reports. If you need to review a trip
request, select th&kequestdab (Figure 8, indicator #1) to see that list.

SAP Concur [C]  Reauests  Trawel  Fxpense | Approvals | Reporing -

App Certer

S
Approvals 1
w /

N~ 09

Figure 8: Approvals Screen
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2.2. TheRequestsscreen (Figure 9) displagdist of trip requests.

Requests
Limirs
Raqu Pending your Approval v

Requests Pending your Approval

commentT,  NameTl o Emplayee T, StartDate=  Limit Approval Date Tl Total 1)
[ fip from Washington to Kansas Gy 1y F3HE Never, Willam DA 1y §1,4894 3%
KEDJADLATI Ft Bennng i1 I P Newer, Wiliam DRG0 (9ra7077 $069 95
fip trom Washingion to Okiahams 1y D.39RL Never, Wil 00072002 09052022 159505

Figure 9: Requests Screen

2.3. TheReports Pending your Approvatreen (Figure 10) displays a list of expense
reports.

Figure 10: Reports Pending Your Approval Screen
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